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OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY APPLICATION FOR RECORDS RETENTION SCHEDULE 

I RECORDS MANAGEMENT DIVISION 
~ ~ i r r l _ _ l - _ _ _ - . ~  .~~- 

INSTRUCTIONS See Publiration No. 76-RM-! for instructions on completing this form;, Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia. 30334, 
Attention: Scheduling Section. -- . ll--=I_I---~~ c?~ -.."1--7 ~- - - 

FOR A G E ~ E -  1. Agency Address FOR RECORDSMANAGEMENT USE 
~~~~~~~~ ~~~~~~ 

.. Dates of Series 
iarliest Latest 
1977 To Date 

~~~~~~ 

Apptkarion Number 

6\- 332 
Date Complefed 

M A Y  1 8  1981 IMAY 3 A iwi 

pplicafion Date Department of Education 
Office of Administrative Services 

Atlanta GA 30334 
Regional Education Services 

5. Records Series Title (followed by title used in office; if differen tJ 

Yearly Status Report On CESA Operations Files 

Mrs. -Connie H u n t  Principal Secretary 656-2446 

File i s  arranged: chronologically by calendar year. 
- 
. -. . ~. . 

. .  - .. I . ~. ___ 
1. Monthly Reference Rate Howoften are records referred to which are: 

One to six months old 4 -; Seven to twelve monihs old ; Thirteen to twenty-four months old 0 .  , 

___ . - twenty-five months and older O ?  
I. Annual Rate of Ammulation of Recorda 

Letter-size drawers ; Lepl-:ize drawers -; Shelves :Other ( ~ e c i r y )  !6 i rich--- 



~. 

--__ - _- 
Ye~Lxtacbxaa-.-- 

m r d s z k r e u k i n  a cameu;minml ._- - -  
11. Retention Requirements The following requires the series to be kept: 

a. State Law years. d. Audit period .--years. 
b. Statute of limitation -years. e. Administraiive need 1 -years. 
c. Federal law years. f. Federal retention instructions ---_-years. 

Attach copy or excert of laws or regulation<. Explain administrative need. 

7 

. . ,  , ,  
. ,  

. . ~ .  
I_ -. 

12. Approved Disporiltion Instructions This agency recommends that the file series be cut off at the end of each: 
E' Calendar Year; 0 Fiscal Year; 0 'Other I__ 

. .  

a Hold in the current files area -.Lmonth(s) 
0 Transfer to local holding area; h o l d . ~ - - y e a r ( s ) :  then 
0 Transfer to State Records Center; hold 

Destroy. 
[B Transfer to State Archives for permanent retention. 
I3 Other (Specify) 

1 yearls); then 

yearls); then 

: 

These instructions apply to a l l  prior and future accumulations of the series. 

.-_l_ _ _  ~, 

iaph 12 are approve 

I 


